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Login to iSupplier

YOU MUST USE INTERNET EXPLORER 9 (or previous version) or Firefox!
Go to: http://nashville.gov/Finance/Procurement/iProcurement-and-iSupplier.aspx

ml & http:/fwww.nashville.gov/Finance/Procurement/iProcurement-and-iSupplier.aspx

PL~-Cx H & Mashville > Finance > Proc...

File Edit View Favorites Tools Help

Financial Accountability
Financial Operations
Management and Budget
Office of the Treasurer
Payroll
Procurement

About Us

Purchasing

Minority and Women
Business Assistance (BAQO)

iProcurement and iSupplier
Training UPK's
Reports
FAGQ
Public Property Administration
Reports
Unclaimed Property

Contact Us

Contact Us

Via Express Mail
Suite 112, Lindsley Hall
730 2nd Avenue South

Click: iSupplier Login

' frocurement

The Metropolitan Gowvernment of Nashville & Davidson County Procurement Division has selected Oracle Procurement Software as its
iProcurement solution. Qur goal is to provide our suppliers a one-stop destination for doing business with Metro Nashville. We believe
this solution provides maximum efficiency for Metro and Suppliers, optimum transparency to the public. and creates opportunities for
Metro to experience increased cost savings as it procures using taxpayer dollars.

Metro's iProcurement solution allows all solicitations to be issued and received onling! This eliminates the costly investment in
proposal documents, mad rushes through Nashville traffic to ensure timely submissions of offers, or the need to be present for bid

openings. Everything can be seen online including questions, discussions and solicitation amendments. The same is true for awards
and resulting contracts.

All subcontracting reporting will be conducted online and requires that subcontractors be registered before solicitation submissions.
Encourage them to do so now! Subcontractor payment reporting will also take place online and the Business Assistance Office will be
monitoring this activity.

Review the online tutorial (UPK User Productivity Kit) below to walk you through the new opportunities and learn to navigate the
system. We trust you will enjoy the efficiency the system provides.

r Jupplier

Suppliers wishing to do business with Metro Nashville Government are required to register as a supplier in Oracle iSupplier
Registration. If you have not registered or need to update your supplier profile please review the iSupplier Online Training Tool - User
Productivity Kit for tips to assist you in registration and then visit our iSupplier Registration [4 site.

= iSupplier Login [§

- ACH Credit Form A-
- W-9 Form With Signature A~

For additional questions about supplier registration e-mail iISupplier@nashville.gowv EL


http://nashville.gov/Finance/Procurement/iProcurement-and-iSupplier.aspx
http://nashville.gov/Finance/Procurement/iProcurement-and-iSupplier.aspx
http://nashville.gov/Finance/Procurement/iProcurement-and-iSupplier.aspx
http://nashville.gov/Finance/Procurement/iProcurement-and-iSupplier.aspx
http://nashville.gov/Finance/Procurement/iProcurement-and-iSupplier.aspx

Make sure you are using Internet Explorer (or previous version) or Firefox.

nter User Name (email address of the user account) and Password then Click “Login”

8 https:v'Mr.nashville.gov:‘O,-'«_HTML-'F‘.F.Jsp?functlon_id:28716&'resp_id:-1&r55| L~-acXx ” & Login

”Metro Nashville
Pfrocurement

L *User Name i
—'/’&/ ey {example: michael.james.smith)

*Password

> | Login || cancel

Login Assistance

Accessibility None -

Select a Language:
English

If you have misplaced your password, please follow instructions for resetting your password. The system will lock you out if you
attempt to login and fail five (5) or more times. At this point, you will need to reset password (instructions follow). Please
contact isupplier@nashville.gov to receive a manual password reset if you continue to experience login issues.


mailto:isupplier@nashville.gov

What is my Username and Password?
Username
Username for iSupplier is the email address of the user setup with a user account in the Contact Directory.

If you are unsure who has a user account, please email isupplier@nashville.gov and provide the following
information:

® Company Name

® Your Name

® Company Tax ID Number

® Request to know who has a user account

Password

Passwords are not something available to the Procurement staff. If you do not remember your password, please
follow the instruction for resetting your password (instructions follow).

Your password must meet the following qualifications:

® Must be nine characters

® Must contain at least one number or special character

® Cannot contain back to back letters, numbers or characters (for example you cannot use “progress’”)
® Password is case sensitive


mailto:isupplier@nashville.gov

Reset iSupplier Password

YOU MUST USE INTERNET EXPLORER 9 (or previous version) OR FIREFOX!

Click: “Login Assistance” to Reset Password

a(_ || BNgttps://isupplier.nashville.gov/OA_HTML/RF jsp2function_id=287168resp_id=-18res) O ~ @ & X ” @ Login
, ~

"PMetro Nashv l!
srocurement

»% R e {example: michael.james.smith)
= W - z *Password

(example: 4u93v23)

(Logln—l\ Cancel
er&Login Assistance
Accessibility None -

Select a Language:
English




Enter User Name and Click “Forgot Password”

& Login Assistance

)| & https:c’-‘isupp|ier.nashville.gov,«'OA_HTML,:'RF.jsp?function_id=28846&resp_id:»l&re‘ P-acx l

Edit View Favorites Tools Help

WIESAGRNERAIIE  pos supplier Guest User

srocurement

Login Assistance
* Indicates required field
Enter your user name, instructions for how to reset your password will be emailed to you.
User Name | Forgot Password |
Forgot User Name

Enter the email address associated with your account, your user name will be emailed to you.

Email | Forgot User Name |

{Example: first.last@domain.com)

An email confirmation message will be sent to you stating that your password reset has been accepted. You should receive an email
with instructions on how to reset within 10-15 minutes.

Please be sure you check your junk and / or spam folder if the email notification isn’t received in your inbox.

Some email security settings will not allow emails with certain subjects or email addresses to come through the company firewall.
The email account these messages are being sent from is actually eml-ebswfprod@nashville.gov. Any suggestion to whitelist an

address should use that one.


mailto:eml-ebswfprod@nashville.gov
mailto:eml-ebswfprod@nashville.gov
mailto:eml-ebswfprod@nashville.gov

Your password reset email should look like the following:

From: Workflow Mailer [mailto:eml-ebswfprod@nashville.gov]
Sent: DATE AND TIME

To: USER NAME

Subject: FYI: Password Reset

To USER NAME
Sent DATE AND TIME
ID

Reset your password av]d follow the on-screen instructions. This email can be ignored in case you didn't request a password reset, the link is only

available for a short tN

Click: “Reset your Password”/

This is the only time the hyperlink will work in an email notification.

Your password must meet the following qualifications:
® Must be nine characters
®Must contain at least one number or special character
¢ Cannot contain back to back letters, numbers or characters (for example you cannot use “progress”)
® Password is case sensitive
Remember: You can only use Internet Explorer g (or earlier version) or Firefox.

If you need additional assistance or have other questions, please contact isupplier@nashville.gov.

Now you should be able to login to the iSupplier system using the password you set.
8
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Updating /[ Changing
Address Information




Updating [ Changing Address Information

Login to Metro iSupplier (see previous instructions)

.( | @ https://isupplier.nashville.gov/OA_HTML/OA jsp?OAFunc= OAHOMEPAGE&0as=64c O ~ @ C X I .

' Metro Nashville [Ty ar

srocurement

B Favorites v Diagnostics Logout Preferences Help

Enterprise Search  All v | Go | Search Results Display Preference  Standard v

Logged In As METRO.TESTSUPPLIER@GMAIL.COM
Oracle Applications Home Page

Personalize [ Full List
=] DMetro iSupplier Portal Access W <) Previous 1.257v Next25 @
% Home Page «§ From ~ Type ‘Subject Sent Due
= Sourcing Home Page ALLEN, MICHAEL  Sourcing You are invited: RFQ 208256,1 (Demolition Water Services 2010 Flood Homes) 07-Dec-2012 =
Worklist Publish
BROWN, CHARLES Sourcing You are invited: RFQ 367410,1 (Water and Sewer Service Line Cut & Cap Program 3) 21-May-2013

Publish

Click: “Metro iSupplier Portal Access”
Click: “Home Page”’

10



s &

m) @ https:/fisupplier.nashville.gov/OA_HTML/RF jsp?function_id=123448uresp_id=506578 O ~ @& & X Procure... | & iSupplier Portak: Home Page .
File Edit View Favorites Tools Help

' Metro Nashville TSRS a I
g

N Navigator v B Favorites v Home Logout Preferences Help Diagnostics

Search —PO Number v l—_G_o]

| Full List o Agreements
Subject Date * Purchase Orders
You are invited: RFQ 586751 (Demo of Cumberland Utility Office) 19-May-2014 07:25:06 » Burchase Histo
You are invited: RFQ 587752 (Demolition of 1000 Pennock Ave) 15-May-2014 08:35:05
You are invited: RFQ 575762 (Judicial Lobby Relamping) 13-May-2014 15:11:40
You are invited: RFQ 583751 (Edmondson Pike Library Renovation) 13-May-2014 10:38:47
You are invited: RFQ 581753 (EXTERIOR CLEANING AND CAULKING) 13-May-2014 09:38:06

Click: “Admin”’ tab

1



(" @General

Ii! Edit View Favorites Tools Help

' Metro Nashville EETaesa e

srocurement

N Navigatorv B Favorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Admin
“Proﬂellana_gement | Concurrent Requests

« General General

o+ Company Profile

Organization Name Metro Test Supplier DUNS Number

) g Supplier Number 15033 Tax Registration Number

0/ egeplzation Alias Taxpayer D 412-81-9188
o Address Booke€ Parent Supplier Name Country of Tax Registration

o Contact Parent Supplier Number

_ Attachments

Directory

o Business
Classifications
o Product & Search
Services
o Banking Details | Note that the search is case insensitive

o Payment & Title | Go |

Invoicing [#) Show More Search Options
o Surveys

Click: “Address Book”

12



e ‘
'@“A | @ https://isupplier.nashville.gov/OA HTML/OA,sp?page=/oracle/apps/pos/supplier'w O ~ & € X 4§ Nashville> Finance » Procure... | (2 Address Book X { ‘

VEONERITIE  syppiier Portal

srocurement

n Navigator v B Favortes v Home Logout Preferences Help Diagnostics

Home | Orders | Admin
 Profile Management | Concurrent Requests

+  General Address Book

+ Company Profile | | Create

o Organization - Aqqress Name « Address Details Country Remove
o AddressBook  Cheatham 1234 Anywhere United States g

5 Contact Pegram, SD 37143

Directory Office 730 2nd Ave South United St3

o Business Nashville, TN 37210
Classifications

Click: “Update Pencil” to select appropriate Address

13



|
% = https://isupplier.nashville.gov/OA_HTML/OA jsp?page=/oracle/apps/pos/supplierw O ~ @ & X = N nce > Pr re... | (2 Create Address

File Edit

View

Favorites Tools Help

' Metro Nashville JEETHTSS g pees
srocurement

N Navigator v B Favorites ¥ Home Logout Preferences Diagnostics

Admin: Profile Management: Address Book >
Update Address
* Indicates required field

St =Sup T e =
ﬂ Address Name Cheatham \ Phone Area Code \

Country United States A Phone Number

= Address Line 1 1234 Anywhere ' Fax Area Code
AddressLine2 - Fax Number
Address Line 3 Email Address

Address Line 4
Purchasing Address

* City/Town/Locality Pegram [F] Payment Address
County Cheatham [CIRFQ Only Address
State/Region SD K j
Province
\ * Postal Code 37143 j
- Note
Note -

Include any additonal details about the address such as the type of address, This will be visible to other buyers within your organization as well as to the supplier. Also, include brief notes to buyer about the change when changing address infori

'8’
8

Change [ Update all applicable Address Information
Enter desired information in the Note field (example: Moved to new location)
Click: “Save”

End of Procedure!!
14



Adding a New Contact




Adding a New Contact

Login to Metro iSupplier (see previous instructions)

' Metro Nashville [Ty ar

srocurement

B Favorites v Diagnostics Logout Preferences Help

Enterprise Search  All v | Go | Search Results Display Preference  Standard v

Logged In As METRO.TESTSUPPLIER@GMAIL.COM
Oracle Applications Home Page

Personalize [ Full List
=] DMetro iSupplier Portal Access W <) Previous 1.257v Next25 @
@ Home Page «§ From ~ Type ‘Subject Sent Due
= Sourcing Home Page ALLEN, MICHAEL  Sourcing You are invited: RFQ 208256,1 (Demolition Water Services 2010 Flood Homes) 07-Dec-2012 =
Worklist Publish
BROWN, CHARLES Sourcing You are invited: RFQ 367410,1 (Water and Sewer Service Line Cut & Cap Program 3) 21-May-2013

Publish

Click: “Metro iSupplier Portal Access”
Click: “Home Page”’
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s &

m) @ https:/fisupplier.nashville.gov/OA_HTML/RF jsp?function_id=123448uresp_id=506578 O ~ @& & X Procure... | & iSupplier Portak: Home Page .
File Edit View Favorites Tools Help

' Metro Nashville TSRS a I
g

N Navigator v B Favorites v Home Logout Preferences Help Diagnostics

Search —PO Number v l—_G_o]

| Full List o Agreements
Subject Date * Purchase Orders
You are invited: RFQ 586751 (Demo of Cumberland Utility Office) 19-May-2014 07:25:06 » Burchase Histo
You are invited: RFQ 587752 (Demolition of 1000 Pennock Ave) 15-May-2014 08:35:05
You are invited: RFQ 575762 (Judicial Lobby Relamping) 13-May-2014 15:11:40
You are invited: RFQ 583751 (Edmondson Pike Library Renovation) 13-May-2014 10:38:47
You are invited: RFQ 581753 (EXTERIOR CLEANING AND CAULKING) 13-May-2014 09:38:06

Click: “Admin”’ tab

17



(" @General

Ii! Edit View Favorites Tools Help

' Metro Nashville EETaesa e

srocurement

N Navigatorv B Favorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Admin
 Profile Management | Concurrent Requests

o General General

o+ Company Profile

Organization Name Metro Test Supplier DUNS Number

o Orcanbats Supplier Number 15033 Tax Registration Number

R Alias Tapayer D 412-81-9188
o Address Book Parent Supplier Name Country of Tax Registration

o Contact € Parent Supplier Number

Directory
Classifications
o Product & Search
Services
o Banking Details | Note that the search is case insensitive

o Payment & Title | Go |

Invoicing [#) Show More Search Options
o Surveys

Click: “Contact Directory”

18



pos/supplier’'w 0 ~ @ @ X

m* @ https://isupplier.nashville.gov/OA_ HTML/OA jsp?page=/oracle/apps/

Edit View Favorites Tools Help

srocurement

Navigator v B Favorites v Home Logout Preferences Diagnostics

Home | Orders | Admin
Profile Management | Concurrent Requests

+ General Contact Directory : Active Contacts

» Company Profile <Z
o Organization 7 LastName  [Phone Number Email Status User Account  Remove  Addresses  Update
Address Book | Melissa Day melissa.day@nashville.gov Current | E V4
o Contact
Directory
Business
Classifications

o Product & 1+] Contact Direct
Services

o Banking Details
Payment &

Invoicing

o Surveys

John Doe 615 7071900 johndoe@email.com Current @ = 4

Metro Supplier 615 8626639 metro.testsupplier@gmail.com Current v @ Y4

Click: “Create”

Note: iSupplier will send out email notifications regarding Bid Opportunities to the contact user
account whose last name is first alphabetically. Vendors are strongly encouraged to set up a
distribution email account within their company to ensure that correct individuals receive these
notifications. Purchase Orders are sent electronically to all email addresses in the Contact Directory
that have a user account.

19
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a( l@ https://isupplier.nashville.gov/OA_HTML/OA jsp?page=/oracle/apps/pos/supplier/w O ~ @ & X l & Nashville > Finance > Procure... (& Add/Update Contact ¥ ARk

File Edit View Favorites Tools Help

' Metro Nashville QTR Re

srocurement

N Navigator v B} Favorites v Home Logout Preferences Diagnostics

Admin: Profile Management: Contact Directory >
Create Contact

* Indicates required field

Contact Title
First Name
Middle Name
* Last Name
Job Title
Department

v

Starla

Friedmann

<€

| Cancel |

Contact Email  starlafriedmann@yahoo.com (7

<€

Phone Area Code 615 e
Phone Number 5550900 — <

Phone Extension

Fax Area Code

Fax Number

’ Cancel 1 Save

Enter: First /| Last Name, Contact Email and Phone Number (vou may fill in other information fields but it isn’t required.)

Click: “Save”

End of Procedure!!

Note: iSupplier will send out email notifications regarding Bid Opportunities to the contact user
account whose last name is first alphabetically. Vendors are strongly encouraged to set up a
distribution email account within their company to ensure that correct individuals receive these
notifications. Purchase Orders are sent electronically to all email addresses in the Contact Directory
that have a user account.

20




Updating /[ Changing
Contact Information




Updating [ Changing Contact Information

Login to Metro iSupplier (see previous instructions)

.( | @ https://isupplier.nashville.gov/OA_HTML/OA jsp?OAFunc= OAHOMEPAGE&0as=64c O ~ @ C X I .

' Metro Nashville [Ty ar

srocurement

B Favorites v Diagnostics Logout Preferences Help

Enterprise Search  All v | Go | Search Results Display Preference  Standard v

Logged In As METRO.TESTSUPPLIER@GMAIL.COM
Oracle Applications Home Page

Personalize [ Full List
=] DMetro iSupplier Portal Access W <) Previous 1.257v Next25 @
% Home Page «§ From ~ Type ‘Subject Sent Due
= Sourcing Home Page ALLEN, MICHAEL  Sourcing You are invited: RFQ 208256,1 (Demolition Water Services 2010 Flood Homes) 07-Dec-2012 =
Worklist Publish
BROWN, CHARLES Sourcing You are invited: RFQ 367410,1 (Water and Sewer Service Line Cut & Cap Program 3) 21-May-2013

Publish

Click: “Metro iSupplier Portal Access”
Click: “Home Page”’

22



s &

m) @ https:/fisupplier.nashville.gov/OA_HTML/RF jsp?function_id=123448uresp_id=506578 O ~ @& & X Procure... | & iSupplier Portak: Home Page .
File Edit View Favorites Tools Help

' Metro Nashville TSRS a I
g

N Navigator v B Favorites v Home Logout Preferences Help Diagnostics

Search —PO Number v l—_G_o]

| Full List o Agreements
Subject Date * Purchase Orders
You are invited: RFQ 586751 (Demo of Cumberland Utility Office) 19-May-2014 07:25:06 » Burchase Histo
You are invited: RFQ 587752 (Demolition of 1000 Pennock Ave) 15-May-2014 08:35:05
You are invited: RFQ 575762 (Judicial Lobby Relamping) 13-May-2014 15:11:40
You are invited: RFQ 583751 (Edmondson Pike Library Renovation) 13-May-2014 10:38:47
You are invited: RFQ 581753 (EXTERIOR CLEANING AND CAULKING) 13-May-2014 09:38:06

Click: “Admin”’ tab

23



(" @General

Ii! Edit View Favorites Tools Help

' Metro Nashville EETaesa e

srocurement

N Navigatorv B Favorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Admin
 Profile Management | Concurrent Requests

o General General

o+ Company Profile

Organization Name Metro Test Supplier DUNS Number

o Orcanbats Supplier Number 15033 Tax Registration Number

R Alias Tapayer D 412-81-9188
o Address Book Parent Supplier Name Country of Tax Registration

o Contact € Parent Supplier Number

Directory
Classifications
o Product & Search
Services
o Banking Details | Note that the search is case insensitive

o Payment & Title | Go |

Invoicing [#) Show More Search Options
o Surveys

Click: “Contact Directory”

24



All fields for Contacts without a “User Account” can be updated / changed.
The “Email” for Contacts with a “User Account” cannot be changed. If the email for a Contact with a User
Account changes, the existing account must be removed (inactivated) and a new User Account must created.

et D

=] https://isupplier.nashville.gov/OA_HTML/OA jsp?page=/oracle/apps/pos/supplierw O ~ @ & X || & @ Contact Directory

File Edit View Favorites Tools Help

”Metro BNEBGIE  isupplier Portal
rocurement

-

Navigator v B Favorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Admin

Profile Management | Concurrent Requests

o Genoral Contact Directory : Active Contacts
» Company Profile
© Organization First Name [Last Name |Phone Humber [Email Status User Account Remove Addresses Update
o Address Book Melissa Day melissa.day@nashville.gov Current | 4
© Contact z z
John Doe 615 7071900 johndoe@email.com Current i 2
o Business Metro Supplier 615 8626639 metro.testsupplier@gmail.com Current & | 4
Classifications
o Product& 1 Contact Directory : Inactive Contacts
Services
o Banking Details
o Payment &
Invoicing
o Surveys

Click: Appropriate “Update Pencil”

25



& ‘I@ https://isupplier.nashville.gov/OA_HTML/OA jsp?page=/oracle/apps/pos/supplier/w O ~ @ & X l 4 Nashville > Finqme>PmcureJ @Add/Update Contact X o i\\? $03

Metro Nashville TSRS Bee

srocurement

N Navigator v B Favorites v Home Logout Preferences Diagnostics

| Admin: Profile Management: Contact Directory >
Update Contact

* Indicates required field

ContactTitle v

First Name Melissa
Middle Name

* Last Name Day
Job Title

koepartment

Cancel Save

Contact Email melissa.day@nashville.gov
Phone Area Code 615
Phone Number 3335555

Phone Extension
Fax Area Code

Fax Number

Cancel [ Save

Update / Change Desired Information
Click: “Save”

End of Procedure!!

Note: The email for contacts with a user account should not be changed [ updated. If
the email for a user account has changed, a new user account will need to be created
and the old user account will need to be removed / inactivated.

26




Removing |/ Inactivating
Contact Information




Removing [ Inactivating Contact Information

Login to Metro iSupplier (see previous instructions)

.( | @ https://isupplier.nashville.gov/OA_HTML/OA jsp?OAFunc= OAHOMEPAGE&0as=64c O ~ @ C X I .

' Metro Nashville [Ty ar

srocurement

B Favorites v Diagnostics Logout Preferences Help

Enterprise Search  All v | Go | Search Results Display Preference  Standard v

Logged In As METRO.TESTSUPPLIER@GMAIL.COM
Oracle Applications Home Page

Personalize [ Full List
=] DMetro iSupplier Portal Access W <) Previous 1.257v Next25 @
% Home Page «§ From ~ Type ‘Subject Sent Due
= Sourcing Home Page ALLEN, MICHAEL  Sourcing You are invited: RFQ 208256,1 (Demolition Water Services 2010 Flood Homes) 07-Dec-2012 =
Worklist Publish
BROWN, CHARLES Sourcing You are invited: RFQ 367410,1 (Water and Sewer Service Line Cut & Cap Program 3) 21-May-2013

Publish

Click: “Metro iSupplier Portal Access”
Click: “Home Page”’

28
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m) @ https:/fisupplier.nashville.gov/OA_HTML/RF jsp?function_id=123448uresp_id=506578 O ~ @& & X Procure... | & iSupplier Portak: Home Page .
File Edit View Favorites Tools Help

' Metro Nashville TSRS a I
g

N Navigator v B Favorites v Home Logout Preferences Help Diagnostics

Search —PO Number v l—_G_o]

| Full List o Agreements
Subject Date * Purchase Orders
You are invited: RFQ 586751 (Demo of Cumberland Utility Office) 19-May-2014 07:25:06 » Burchase Histo
You are invited: RFQ 587752 (Demolition of 1000 Pennock Ave) 15-May-2014 08:35:05
You are invited: RFQ 575762 (Judicial Lobby Relamping) 13-May-2014 15:11:40
You are invited: RFQ 583751 (Edmondson Pike Library Renovation) 13-May-2014 10:38:47
You are invited: RFQ 581753 (EXTERIOR CLEANING AND CAULKING) 13-May-2014 09:38:06

Click: “Admin”’ tab
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(" @General

Ii! Edit View Favorites Tools Help

' Metro Nashville EETaesa e

srocurement

N Navigatorv B Favorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Admin
 Profile Management | Concurrent Requests

o General General

o+ Company Profile

Organization Name Metro Test Supplier DUNS Number

o Orcanbats Supplier Number 15033 Tax Registration Number

R Alias Tapayer D 412-81-9188
o Address Book Parent Supplier Name Country of Tax Registration

o Contact € Parent Supplier Number

Directory
Classifications
o Product & Search
Services
o Banking Details | Note that the search is case insensitive

o Payment & Title | Go |

Invoicing [#) Show More Search Options
o Surveys

Click: “Contact Directory”
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' Metro Nashville TSRS Iee

srocurement

Navigator v B Favorites v

Home Logout Preferences Diagnostics

| Home | Orders | Admin
Profile Management | Concurrent Requests

« General Contact Directory : Active Contacts
+ Company Profile Create |
o Organization FirstName  LastName  Phone Number Email Status User Account Remove | Addresses  Update
Address Book | welissa Day melissa.day@nashville.gov Current | E 2
:'_ Confact Metro Supplier 615 8626639 metro.testsupplier@gmail.com Current v i E V4
Business - : > 3
Gnecfiomtons 1 (Contact Directory : Inactive Contacts
Product &
Services First Name Last Name PPhone Number Email Status User Account
Banking Details Michelle Lane Inactive
Payment & John Doe 615 7071900 johndoe@email.com Inactive
Invoicing Brian Day bday44@comcast.net Inactive
Surveys
Click: Appropriate “Trash Can” from the “Remove’” Column
End of Procedure!! Note Highlighted Area: When a contact is removed, it is not deleted from your Supplier Profile.

The “removed”’ contact will be moved from your “Active Contacts” to your “Inactive Contacts.”

separate email address.

Note: iSupplier will not accept duplicate email addresses. Each contact must have a unique /

31




Adding
Product / Services
Codes




Adding Product [ Services

Login to Metro iSupplier (see previous instructions)

' Metro Nashville [Ty ar

srocurement

B Favorites v Diagnostics Logout Preferences Help

Enterprise Search  All v | Go | Search Results Display Preference  Standard v

Logged In As METRO.TESTSUPPLIER@GMAIL.COM
Oracle Applications Home Page

Personalize [ Full List
=] DMetro iSupplier Portal Access W <) Previous 1.257v Next25 @
@ Home Page «§ From ~ Type ‘Subject Sent Due
= Sourcing Home Page ALLEN, MICHAEL  Sourcing You are invited: RFQ 208256,1 (Demolition Water Services 2010 Flood Homes) 07-Dec-2012 =
Worklist Publish
BROWN, CHARLES Sourcing You are invited: RFQ 367410,1 (Water and Sewer Service Line Cut & Cap Program 3) 21-May-2013

Publish

Click: “Metro iSupplier Portal Access”
Click: “Home Page”’
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m) @ https:/fisupplier.nashville.gov/OA_HTML/RF jsp?function_id=123448uresp_id=506578 O ~ @& & X Procure... | & iSupplier Portak: Home Page .
File Edit View Favorites Tools Help

' Metro Nashville TSRS a I
g

N Navigator v B Favorites v Home Logout Preferences Help Diagnostics

Search —PO Number v l—_G_o]

| Full List o Agreements
Subject Date * Purchase Orders
You are invited: RFQ 586751 (Demo of Cumberland Utility Office) 19-May-2014 07:25:06 » Burchase Histo
You are invited: RFQ 587752 (Demolition of 1000 Pennock Ave) 15-May-2014 08:35:05
You are invited: RFQ 575762 (Judicial Lobby Relamping) 13-May-2014 15:11:40
You are invited: RFQ 583751 (Edmondson Pike Library Renovation) 13-May-2014 10:38:47
You are invited: RFQ 581753 (EXTERIOR CLEANING AND CAULKING) 13-May-2014 09:38:06

Click: “Admin”’ tab
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(" @General

Ii! Edit View Favorites Tools Help

' Metro Nashville EETaesa e

srocurement

N Navigatorv B Favorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Admin
“Proﬂellana_gement | Concurrent Requests

+ General General
s Company Profile Organization Name Metro Test Supplier DUNS Number
o Orcanbats Supplier Number 15033 Tax Registration Number
S i Alias Taxpayer D 412-81-9188
o Address Book Parent Supplier Name Country of Tax Registration
o Contact Parent Supplier Number
Directory
Classifications
o Produ rc
Product &< Search
Services
o Banking Details | Note that the search is case insensitive
o Payment & Title | Go |
amo (# Show More Search Options
o Surveys

Click: “Product & Services”
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The commodity codes (Product / Services) attached to your profile are the determining factor in what bid
opportunities you receive. The bid opportunities are sent via our Workflow Mailer automated emails.

& nhttps upplier/cc O ~ @ & X

View

upplier.nashville.gov/OA_HTML/OA

?page=/oracle/apps/p & Products and Services

Edit Favorites Tools Help

' Metro Nashville
sfrocurement

iSupplier Portal

M Navigator v B2 Favorites ¥ Home Logout Preferences Help Diagnostics

Home | Orders | Admin

_ Profile Management | Concurrent Requests

« General Products and Services
= Company Profile - - =
= Organization Remove Add ( <) Previous 1-10 © Next 10 &
o Address Book Select All | Select None
-~ Contact Select Code Products and Services Date Added Approval Status View Sub-Category
Director.y [F] 72100000 Building construction and support and maintenance and repair services 04-Sep-2012 Approved
élasgilfl"lilggzzs [T1 72102305  Air conditioning installation or maintenance or repair services 01-May-2014 Approved
-~  Product & [F] 10000000 Live Plant and Animal Material and Accessories and Supplies 11-Feb-2013 Approved
Services [F1 72101500 Building support services 30-May-2012 Approved
= Banking Details [F1 72101506 Elevator maintenance services. 30-May-2012 Approved
o Payment & [C] 72101700  Concrete work 30-May-2012 Approved
I__l_wo:::seys [F] 72102100 Pest control 30-May-2012 Approved
[F1 72102200 Electrical services 30-May-2012 Approved
1 [ 72102302 Heating systems installation repair or maintenance 30-May-2012 Approved
[F1 72102303 Plumbing system construction 30-May-2012 Approved

move || Add 3 Previous 1-10 Next 10 &

=
]

Click: “Add”

Note: Highlighted Area - This page only shows 10 codes per view. If you have
more than 10, click “Next 10” to view additional codes currently registered to
your profile.
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There are 2 different search methods, “Browse All Products & Services” (shows all codes in numerical order) and
“Search for Specific Product & Service” (allows users to search by specific code or description).

& nttps://isupplier.nashville.govw/OA_HTML/OA jsp?page=/oracle/apps/pos/supplier/cc O ~ fa & X

(=2 Add Products and Services

File Edit View Favorites Tools Help

'T Metro Nashville iSupplier Portal
rocurement

—

T Navigator ¥ B2 Favorites Home Logout Preferences Help Diagnostics
Admin: Profile Management: Product & Services >

Add Products and Services: : (Metro Test Supplier)

Apply
@ Browse All Products & Services (

@) Search for Specific Product & Service

< Previous 1-10 ~ Next10 &
View Sub-

Code Products and Services Categories Applicable
00000000 Default [C] Applicable
10000000 Live Plant and Animal Material and Accessories and Supplies Applicable
10100000 Live animals [T] Applicable
10110000 Domestic pet products [Z] Applicable
10120000 Animal feed [C] Applicable
10130000 Animal containment and habitats [C] Applicable
10140000 Saddlery and harness goods [T] Applicable
10150000 Seeds and bulbs and seedlings and cuttings

10160000 Floriculture and silviculture products

Applicable
10170000 Fertilizers and plant nutrients and herbicides

$ Previous 1-10 N Next 10 &

~ cancel Apply

Select: “Browse All Products & Services” to search codes in numerical order
Select: “Applicable Codes”

Note: Product & Service Codes for “goods” (1000 - 6000)

Note: Highlighted Area - This page only shows 10 codes per view.
Product & Service Codes for “services” (7000 - 9000)

Click “Next 10” to search all available codes.
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?page=/oracle/apps/pos/supplier/cc O ~ @ & X (2 Add Products and Services

m & https: //isupplier.nashville.gov/OA_HTML/OA . jsp

File Edit View Favorites Tools Help

' Metro Nashville SEETHTRS g Y|
r
-

ocurement

i Navigator v B2 Favorites ¥ Home Logout Preferences Help Diagnostics

Admin: Profile Management: Product & Services >
Add Products and Services: : (Metro Test Supplier)

Apply

© Browse All Products & Services
© Search for Specific Product & Service
<) Previous 1-10 v Next10 &

View Sub-
Code Products and Services Categories Applicable
00000000 Default [Z] Applicable
10000000 Live Plant and Animal Material and Accessories and Supplies [l Applicable
10100000 Live animals [] Applicable
10110000 Domestic pet products [Z] Applicable
10120000 Animal feed [T] Applicable

10130000 Animal containment and habitats

10140000 Saddlery and harness goods

10150000 Seeds and bulbs and seedlings and cuttings
10160000 Floriculture and silviculture products

[] Applicable
Applicable

10170000 Fertilizers and plant nutrients and herbicides

Click: “Apply”
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' Metro Nashville QTS a e

sfrocurement

n Navigator v B Favorites ¥ Home Logout Preferences Help Diagnostics

Admin: Profile Management: Product & Senices >
Add Products and Services: : (Metro Test Supplier)

Apply

© Browse All Products & Services
@ Search for Specific Product & Service <€

Search
Please enter your search criteria and select the "Go" button to see the results. Note that the search is not case sensitive.
Code <€
Description Yoffice% <
> [ 6o | [ clear |
Code Description Applicable

No search conducted.

Cancel | | Apply

Select: “Search for Specific Product & Service” to search by specific code or description
Enter “Search Criteria”
Click: “Go”
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Metro Nashville [T a e

srocurement

| Admin: Profile Management: Product & Services >
Add Products and Services: : (Metro Test Supplier)

n Navigator v B2 Favorites v Home Logout Preferences Help Diagnostics

@ Browse All Products & Services

_cancel ||| Apply

@ Search for Specific Product & Service

Please enter your search criteria and select the "Go" button to see the results. Note that the search is not case sensitive.

Code

44000000
44110000
44100000
44120000

Code

Description  %office%
Go | | clear
Description

Office Equipment and Accessories and Supplies
Office and desk accessories

Office machines and their supplies and accessories
Office supplies

Select: “Applicable Codes”

Click: “Apply”

Note: In iSupplier, use the “%” as a wild card, allowing the system to search for the
particular word or phrase at the beginning, middle and end of description.
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Metro Nashville TSR

procurement

n Navigator v B Favorites v Home Logout Preferences Help Diagnostics

-4 Confirmation
The following Product and Service categories have been added to your profile.
+ Office Equipment and Accessories and Supplies

o Office and desk accessories

+ Office machines and their supplies and accessories

o Office supplies

Return to Products and Services | <€

End of Process!!

You may “Return to Products and Services” to add additional codes or click “Home” to return to the Main Menu.
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Adding a Supplier Site

What is a Supplier Site?

A Supplier Site is a location that should receive purchase orders and the payments associated with
those particular purchase orders.

When should a Supplier Site be added?

A Supplier Site should be added when a supplier has more than one location that will fulfill
purchase orders and receive the payments associated with those purchase orders.

Examples:

A Supplier Site is not needed when a company has several locations but all purchase orders are
being processed by a single location and the payments are being sent to the same location. (ABC
Company has 4 warehouses but all purchase orders and their payments should be sent to ABC
Company Warehouse 1.)

A Supplier Site should be set up when a company has several locations where purchase orders

and their payments need to be sent. (XYZ Supply has 5 different stores and each store should
receive the purchase orders and the payments associated with their particular store.)
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Adding a Supplier Site

Login to Metro iSupplier (see previous instructions)

' Metro Nashville [Ty ar

srocurement

B Favorites v Diagnostics Logout Preferences Help

Enterprise Search  All v | Go | Search Results Display Preference  Standard v

Logged In As METRO.TESTSUPPLIER@GMAIL.COM
Oracle Applications Home Page

Personalize [ Full List
=] DMetro iSupplier Portal Access W <) Previous 1.257v Next25 @
@ Home Page «§ From ~ Type ‘Subject Sent Due
= Sourcing Home Page ALLEN, MICHAEL  Sourcing You are invited: RFQ 208256,1 (Demolition Water Services 2010 Flood Homes) 07-Dec-2012 =
Worklist Publish
BROWN, CHARLES Sourcing You are invited: RFQ 367410,1 (Water and Sewer Service Line Cut & Cap Program 3) 21-May-2013

Publish

Click: “Metro iSupplier Portal Access”
Click: “Home Page”’
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s &

m) @ https:/fisupplier.nashville.gov/OA_HTML/RF jsp?function_id=123448uresp_id=506578 O ~ @& & X Procure... | & iSupplier Portak: Home Page .
File Edit View Favorites Tools Help

' Metro Nashville TSRS a I
g

N Navigator v B Favorites v Home Logout Preferences Help Diagnostics

Search —PO Number v l—_G_o]

| Full List o Agreements
Subject Date * Purchase Orders
You are invited: RFQ 586751 (Demo of Cumberland Utility Office) 19-May-2014 07:25:06 » Burchase Histo
You are invited: RFQ 587752 (Demolition of 1000 Pennock Ave) 15-May-2014 08:35:05
You are invited: RFQ 575762 (Judicial Lobby Relamping) 13-May-2014 15:11:40
You are invited: RFQ 583751 (Edmondson Pike Library Renovation) 13-May-2014 10:38:47
You are invited: RFQ 581753 (EXTERIOR CLEANING AND CAULKING) 13-May-2014 09:38:06

Click: “Admin”’ tab
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(" @General

Ii! Edit View Favorites Tools Help

' Metro Nashville EETaesa e

srocurement

N Navigatorv B Favorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Admin
“Proﬂellana_gement | Concurrent Requests

« General General

o+ Company Profile

Organization Name Metro Test Supplier DUNS Number

) g Supplier Number 15033 Tax Registration Number

0/ egeplzation Alias Taxpayer D 412-81-9188
o Address Book <€ Parent Supplier Name Country of Tax Registration

o Contact Parent Supplier Number

_ Attachments

Directory

o Business
Classifications
o Product & Search
Services
o Banking Details | Note that the search is case insensitive

o Payment & Title | Go |

Invoicing [#) Show More Search Options
o Surveys

Click: “Address Book”
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@ https://isupplier.nashville.gov/OA_HTML/OA jsp?page=/oracle/apps/pos/supplier/w O ~ @ & X ; : .« | & Address Book

Edit View Favorites Tools Help

srocurement

n Navigator v B Favorites ¥ Home Logout Preferences Help Diagnostics

Home | Orders | Admin
 Profile Management | Concurrent Requests
+ General Address Book

» Company Profile Create | | €=

> Organization me ~ Address Details Country Update Remove

o  Address Book | cCheatham 1234 Nowhere United States 2 0
o Contact Pegram, SD 37143

Directory Office 730 2nd Ave South United States 2 B
o Business Nashville, TN 37210

Classifications

> Product &
Services

o Banking Details
0 Payment &
Invoicing

o Surveys

Click: “Create”
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Metro Nashville
srocurement

Admin: Profile Management: Address Book >
Create Address

iSupplier Portal

™ Navigator v B2 Favorites ¥ Home Logout Preferences Diagnostics

* Indicates required field [ save |
Supplier N\ame Metro Test Supplier Supplier Number 15033
= Address Name 1 Phone Area Code ] <
Country Afghanistan - Phone Number <
* Address Line 1 V < Fax Area Code
Address Line 2 Fax Number
Address Line 3 Email Address <
Address Line 4 :
[7] Purchasing Address
* City/Town/Locality <€ [] Payment Address
County [FIRFQ Only Address
State/Region <
Province
= Postal Code <
Note -
i PR TR o aslisildanefsble to other buyers within your organization as well as to the supplier. Also, include brif notes to buyer about the change when changing address informati

Enter: “Address Name, Address Line 1, City, State, Postal Code, Phone Number, Email Address and Address Type”
Enter desired information in the Note field (example: Set up New Site Location for Purchase Order Processing)

Click: “Save”

End of Procedure!!

Note: Purchase Orders are sent electronically to all email addresses in the Contact Directory that have a
user account. Purchase Orders are not sent to the email listed in the Address Book.
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